Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3

Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3

T NP

xant

v

4 Ivitiod qaIsadhng)
ALITISISVES ONISSTIOUd THOM

(SYVN 1oy



NI 7 7 -
Approved For Release 2007/12/29 : CIA-RDP85-00809I3000300170020 -3 il

\

o -l"‘ N . . w —;‘Mf—

P 2t
A

Word Processing Fpasibility Study (?7WS'A¢JQAJVIQQ
(Suggested Format) 44,%' 2? e

ﬂbQAESVZLMﬂV (5

1.0 Introduction

The introduction- describ@s the background of the request and
should address the folloving itenms ¢ raquesting office, crganiza-
tional compon2nts being investigated, reason study is beinq per-
formed, previous studies cocnducted, and s;udy tean members

1.1 Uissions_apd Cbisctives

The missions and cbjectives stated should be related to
word processing activities., A bdrief description of the
types of documents along with a statement of office policy
relating to the preparation, review, and distribution should
be included,

1.2 Iyping Task Descrip t;o

The typing workload should be grouped intc major cate-
gories (correspondence, forms, charts, statistics, reports,
regulations, and etc.) for reporting purposes. ) detailed
description of each category should be provided and include
the following items: average nunber of pages per document,

. average number of retypes per document, reviewinq and edit-
ing procedures, timeliness of output, and other unique char-
acteristics. Sample output copies may be provided for
inspection as necessary for clarification.

1¢3 Current Systenm

This section should describe heow the current workload
is b2ing accomplisheis. The nunder, type, and location of
presaent workstations should also be included. In addition,
the following items: inter and intra office coordination and
communication reguiremsnts, special security considerations,
avallability and use of "borrowed ecuipment”, and special
clerical/typists skiils. ’

1.4 Problenms

. This section should provide precise problem definition
for which the gproposed solution is to alleviatee The prob-
lem areas may include: increased and/or new workload,
excessive overtime, backlogs of work, unacceptable gquality -
of output, poor turnaround time, excessive amount cf retype~
ing, inability to perform reguired changes, and expected
reduction in clerical force. Sample documentation may. be

provided to illustrate problem areas, \\\\\‘*\
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2.0 HRecuirements

This section identifies the minimal, highly desiratle, and
la2siradble requirements hecessary to support the typing workload.
The system configuration {(standalone single station, standalone
Clust=zred stations with sharocd printer, shared logic systenm sys-
t2m, or central online access) should be described in full
detail, :

The Word Processing fequirements Checklist (Attachment A)
M3y be usa2d te indicate editing, storage, printing, and interface
r2quirements. Additional requirements and clarification may also
be includad. '

3.0 Alternative Solutions

It is now rcossible to determine the suitable technclogy
(ragnetic card, video display, or central services), given the
Stated reguirements and problems, 2 statement of the above tech=-
nnlogies should describe the-apparent shortfalls and prcminent
f2atures in meeting the customer's needs..

Upon determination of the appropiate technology, Agency
approved equipment can then te evaluated. A statement ¢f each
system considered should include: order of preference, advantages
and disadvantages, rotential in meeting requiremsnts and allevi-
ating problems, expected benefits, ani cctimated savingsae

4.0 Cost Analysis

ihe cost analysis when considering word processing equipment
13 performed in two (2) Stepst by determining the annual typing
w2rkload, and by determining the estimated annual personnel and
machine cost. The cost analyzis is required by GSA legisation
(3ulletin B-36) for the installation of each plece of word pro-
c2ssing equipment.,. ’

4+1 Annual Typing Workload

_Anm inspection, of the current workload is required to.
estimate the overall annual typing workload. Statistics are
gathered for each component's major typing category (see
Section 1.2) and recorded onto the Annual Typing Werkload
Form (Attachment B). Data may be collected in several wvays
including: _ ' o

~ae Interviews - This method should be consid~
ered for small (1 to 3 stations) where the
typists can provide~reasonable‘est#mates.

be. Inspections - This method should be consid-
ered for small to medium (1 to 5 stations)
where the typists cannot provide reasonable

r
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estimates but where an inspection of the
office’s chronological filss represent a
reasonable accounte.

Ce Iypipng Logs = This method should be used
where neither of tha above methods are
deemed suitable or where an accurate
accounting is desired. Data samplings may
be collacted during a 1 to 2 week period and
projected into a yearly estimates. The Typ~-
ing Log Worksheets (2ttachment C) may be
used to record the necessary data for deter-
mining the annual typing workload.

4¢2 Earzonnel_and_Xachioae_Sost

This section is used to project the estimated resource
requiremants (personnel and machine) and provides the basis
for justifying word processing aguipments 3 cost analysis
nf the current system and each viable alternative solution
should be included for cost comparison purposes. IThe Word
Processing Cost Analysis Form (Xttachment D) may be used to
determine the overall cost effectiveness. The formulas have
been derived from the National Archives and Records Service
(NARS) handbook and modified for Agency needs. YAES is tha
~GSA consultant for all government agencies for the develop-
ment of procedur°s for conductinq wo:d processing feasiblil-
ity studies,
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Wol - Processinc Requirements vanecklist

?leaze indicate the following requirements:

R = Raquired D - Des
HC -~ Highly Desirable

1. System Configyrasizn
Standalone ,
Single 3Station w/printer. ————e- terminals
Dual Station w/shared priater. ———— terminals
Shared Logic. ———e—w terminals
—e—e———w PCinters
Cnline Central Facility, ‘ _terminals |

Other (please specify)

irabla

¥A = Not Applicable

(choose one)

(R)Y (HD) (D) (¥a)

2. Text Editing

Adjustable: Margins.

Automatic Centering

Automatic Footnoting

Automatic Formatting

Rutomatic Hyghenation
Automatic Outlining

Automatic Pagination

RAutomatic Underlining
Rutomatic Widow/Orphan Control
Automatic Word dWraparound
Block Text Copy '
Character Insert/Dalote

Column Insert/Delete/%ove
Document Oriented (dacs 4 pages or me
Global Search

Global Search with Keplace
-Horizontal Scrolling. ————we Chars g
Line Tnsert/Celete/Hove
Eultiple Headers and Trailars.

Paragraph Insert/Dalete/Hove
Phrase, Dictionary
Recorded Tabsettings
' Flush Left
Flush Right
Decimal
Dot. Leadering
Skip to Given Page

Attachment A ' A=1
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Woru Processiny DNeguirements Liecklist

Pleas2 indicate the following requirements:

B = Required D = Desirable
HD - Highly Desirable HA = Yot Aprlicable
Text_Sditing (cont.) ‘ T

Skip to Given Text
Vertical Scrolling.
Word Insert/Delete
Other (please specify)

pages

Q9ROOO300170020-3

. (choose one)

- (HD) (D) (N&)

-

D )

3. Sofgware Options

Automatic Glossary Indax

Automatic Table of Contents.

Compute Sub and Final Totals

Dimsplay Scientific Equation Symbols
Forms Fill-In and Print

Index/Glossary of Stored Documents .
Jerge Stored "boiler plate™ Daa

Merge Keyboarded Text with Stored Pata
Perform Basic Yow/Column Mathematical Cperations
- Perform Records Managsnment Functions

(file definition, select, and scrt)

Store/Retrieve Praviously Stored Lata
User Prompt Driven
Other (please specify)

|
,
I
!
!
!
1
!
!
!
!

-

Y. Storage_and_Recording

‘Single Diskette
" Dual Diskette
Magnetic Card
¥agnetic Tape
V¥/CHMS M¥ini Disk
Other (please specify)
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Woik: Processing Eequirements wvilecklist

(R). (HD) (D) (¥&)

(choose one)

' Please indicate the following requifements:
R - BReguired D = Desirable
HD - Highly Desirable NA - Not Rpplicable
5+ 2cinting
Local High Quality. — | . carbons
Background Printing X¥ode :
Nultiple Character Sets per Passe ______ sets

Type Fonts (specify:

Cha:actetvPItch (specify:

Print

Progortionql Printing for Flush Right ¥argins
Varlable 5pacing for Super and Subscripts
Other (please specify)

Queues. ______ documents

5. Interface

0DP's

CC's Cable Dissemination System (CDS)

OL's Computer Jutput Microform (COM)

OL's Electronic Text *#diting and Composing
System (ETECS) '

QDP's

0DP's

Other

VM/CHS Facility

Online IB¥ System 667C Printer

Online Xerox 972 Printer

(Please specify)
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Aord PraLessing Requirements Checklist

Glossary of Terms

ADJUSTABLE MARGINS - The ablilty tec perform margin changes by a
single command, automatically changing line endlncc without
further ianterventzion.

ARITHMETIC/MATHEMATICAL OP CkaIOV‘ - The ability of a wcrd pro-
cessing system to ba us2d as a calcula*tor or adding machines
Jome systems have the 2bility to compute sub and final
totals and to perform basic row and column operaticns.

AUTOMATIC CENTFREING =~ The ability to automatically center a word
or text segment between margins or ‘on some some systems bet-
ween tab settings for centering coiumn hnadxngs.

AUTOMATIC FOOTNOTING - The ability to tie foutnotes to approplate
text segmentse  If the text sSegment is moved to ancther page
or document, the footnote will travel with it.

AJTOMATIC FORNATTING = The ability to automatically align data in
a pre-determined format, between left and right margins, or
on tabset boundaries. .

AUTOMATIC GLOSSARY INDEX - The ability to identify words or
phrases which are to appear as an index along with page num-=
bers following the printed documents;'

AJTOMATIC HYPHENATION = The abllity to perform line ending deci-
sions and to insert super imposed breaks in long or compli-
cated words at input time and during deccument format-
ting/reformat*inq time.

AUTOMATIC OUTLINING - The ability to define up to six (6) levels
of indentation with automatic formatting and numbering of
textual data.

AUTCMATIC PAGINATION - The ability to take a multi-page document
and divide it into pages of a specified length (in number of
lines) and to automatically generate page numbers.

AUTOMATIC TABLE of CONTENTS - The ability to identify werds or
phrases which are to appear along with page numbers in a
directory preceeding the printed document.

AUTOMATIC UNDERLINING - The ability to indicate the beginning and

2nding of an underline by a code, rather than backspacing
and underlining on a character~by-character basis.

Attachment A ‘ : A-u ' Attachment A -
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acTd Pr&cessing feguicemants Chacklist
'AJTDKATIC WIDOW/OLPHAN CONTFOL ~ The ability of a word grocessor
to aytomatically prevent ths first line of a paragraph, or a
title or heading, from printing on the last line of a page.
The system also prevents a 1ast line from being the first
line of a new page.

AUTCMATIZ WORD WRAPAROUXD = The ability of a word processor to
automatically place a vord which does not fit onto the line
being typed onto the next line withcocut the operator having
to depress a "return" kay..

BACKGROUND PRINTING - The automatic execution of a priat function
simultaneous tc the keyboardinq or editing of another docu-
mente.

3LOCK TEﬁT COPY — The ability to designate a block of text, and
to move it within the document or to another document.s.

CHARACTER PITCH - Horizontal character spacing at 19, 12 or 15
characters per inche. .

COLUSN INSERT/DELETE/HOVE ~- The ability to designate a column of
data and to delete, or move that Llack of text.. Rdditional
columns of data can ne inserted into the pre=determined
text.,

DECIMAL ALIGN¥ENT - The ability to align columns of decimal fig-
ures on the decimal pointe

DILETE/INSERT/MOVE =- The ability to delete, insert and move chac=-
acters, wecrds, lines, sentences, paragraphs and blccks of
text,

DOCUHENT ORIZNTED SYSTEN - The ability to precess a multi-page
document and divide it into pages of a specified length at
printing time., This system is usually suitable for docu~-
ments of fou. (4) paqes or more in langfh.

DOT LEADZRING ~ The ability fo fill unused left or right posi-
tions with a defined character, usually a dots. This is usu=-
ally used for a table of contents..

DUAL STATION -~ A word processor configuration usually made up of
two keyboards or video displays, two mag card/tape readers
or diskettes, and one printer.

FLUSH LEFT? = A term that describes a block of text that. has an
evenly justified left margin.

fLUSH RIGHT - A term that des cribes a block of text that has .an
evenly justified right margine

Attachment & A-5 S . Attachment A

Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3



Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3

Word Prc. :ssing Fequirements Check..st

: FORqS‘FILL-IN and PRINT - The ability to record data onto a pre-
printed form by spacing automatically from one field to
another. '

SLOB2L SEZARCH - The ability of a system to search for repeated
occurences of a character string., '

SLOBAL SEARCH and REPLACT - The ability of a system to search for
repeated occurrences of a character string and autcmatically
delete all occurrences or replace all occurrences with
another string, . ’

HORIZONTEL SCROLLING = The ability of = diéplay-based system to
move horizontally along a line of text *to access more char=-
actars than may be shown on the screen at one tine.

ISDEX = A 1list of documents contained on a unit of storage media
(esge, a diskette). '

MZRGZ = A word processing feature by which a system can assemble
new documents from previously recordad texte. Most systenmns
can combine preracorderd text with Xeyboarded texte

MULTIPLE HEADERS and TRAILESS - The ability to place multiple _
~lines of text at the top and bottom of each page of a3 multi-
page document. )

IONLINFE QEHTRAL FACILITY - A word or data processing operation
which is performed on a local system connected to and shar=-
ing the facilities of a remote central pProcaessor.

PAGE ORIZNTED SYSTEM - The lack of the ability to automatically
divide a multi-page document into pages of a specified
lengthe Each page must be controlled by the operator. This
system is used generally for documents of four (4) pages or
less ..

PHRASE DICTIONARY - The ability to define abbreviated codes which
can be expanded into clear text: e.g.; NDP expanded to Off=-
ice of Data Processing.

PRINT FONT - A character set in a pacrticular style and size of
type, including all algha characters, numbers, punctuation
marks and special symbolse

?RINT QUZUE - A feature which allows for a nuaber of documents to
be lined up for subsequent printout while the operator goes
on to perform other tasks.e »

PROPORTIONAL SPACING ~ Typed, printed, or displayed text where
each alphanumeric character is given a weighted amcunt of
spaces. For instance, an "I" might be two units wide, an "L™
four units wide and a "W" five units wide.

Attachment 2 ' o | A~6 Attachment &
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Word ProCessing Requirements Checklist

- RECORDS HANAGZHYENT - The ability of a word processing system to

create files of information vhich may be manipulated,
selected, sorted, and report2d from massaged fields of data._

SHARED LOGIC - & multi-terminal system where each terminal shares
the vord processing power, storage and peripherals of a cen=-
tral compu<tere.

SINGLZ STATION - A werd processcr configuraticn usually made up
of a keyboard, or video display, mag card/tape reader or
disketta, and a printer.

SKIP- - The ability to locate text by a specified page or charac-
ter stringe

STANDALONE - A word processor such as a mag keyboard or video
display system which does not share the processing pcwer of
a central computaer,.

USER PRONPTS - A reminder(s) usually implemented via display that
assists the word processing operator in performing a func-
tion..

VIRTICAL SCROLLING - The ability to move vertically, one line at
a time, up and down through one or more pages of texts

VERTICAL SPACING - The ability of a word processing system to
print or display in increments of spacing for functions such.
as super and subscripts.

Attachment A , o A-7 ‘ ~ Attachment R

Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3



Approved For Release 2007/12/29 : CIA-RDP85-00809R000300170020-3

~stimated Annual Typing Workload

Yame: ' Ext: _________ Date:
NEf/Div: ‘ :

(please specify category of typing task)

(a) (b) (c) (d) (e)

Data_=Zlemants

1« Locuments per year

2. Fages per document

3¢ Lines per page

4. %etypes per docuaent

5. Linas changed per page

e e A & T T —==== =

===s====

'6..Qrigina1.paqes.pet‘year
(Iine 1 x line .2)

7. Original lines per year
(line 6. x line 3)

8+ Revised Pages: per year
(line 6 x line 4)

(l1ine 8 x line 5)

10. Total lines per year
({(line 6 + line 8)
X line 3)

11 Original/Revised lines
per year
(line 7 + line 9)

12. Fepetitive lines pPer yYear

|
!
|
|
!
|
|
!
:
9. Fevised lines per Yyear }
|
|
!
|
|
|
|
!
|
|
|
(line 10 - line 11) |

Attachment B B-1 . Attachment 3
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Tstind.ed4 Annual Tyring Workload -

Instructions

[y

#n Zstimated Annual Typing Workload Fora should be prepared
for each component being investigated. Background data gathared
for each component (see Section 4.1) 15 recordad onto lines | = &
and is used to compute the projected annual workload in lines 6 -
12. The original/revised lines (line 11) and repetitive lines
(line 12) are *the basis for deteraining the cost effactiveness of
a word processing solution per component.

Data relating to each major category is recorded as follows:
Line 1- Enter the number of finished documents produced per
Year. ' Ensure that those less frequently produced documents
are included. : ‘
Line 2- Enter the average‘numbe: of pages per documente
Lipe_3- Enter the average number of lines per page.

Lipe_4- Enter the average number of retypes per document.

Lipe 5= Enter the average number of lines containing at
least one change per retype..

Line 6~ Compute the number of finished pages pet year.
‘(line v times line 2)

Lipne 7~ Compute the number of finished lines par year.
' (line 6 times 1line 3)

Line 8- Compute the numbar of revisad rages per yearQ
(line € times line 4)

Liae 3 - Computa the number cf revised lines ter years
(line & times llne 5)

Lipge 10~ Compute the total lines tyred per yeare.
((line 6 plus line~8) times 1line 3)

gln 1- Compute the total original/rev1sed lines per yearc,
-(line 7 plus line 9)

Line 12- Compute the ‘total repetitive lines-pe: year.
(Iine 10 minus line 11)

Note: The sum of lines 11 and 12 (a = e) are used to determine
the cost effectiveness (sze lttachment D) of word processing
solution(s).

Attachment B. B-2 Attachment B
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vaily Typing Llog

.
.

T Names
J££/Div

l"l"lll"ll-ll-l.'llllv.l'llll'll'l'l""'l',"i‘l'.’l'!'ll"'

'I'l'u'll'll‘llll"'n’""tlll’I‘lll"ll‘lIl'lllll'

I"'Il'l'll]"ll!’!]‘.llll'!!lll"]ll'l'll"l'['r

Repetitive/Re
Unchgd

Chgd

Number

S v e e . o——— —— a— — — —

Specify
Report Category

!lllllllIllulll.l'l.llll-"‘l'.llnll!lll'll'llllll-Il'l"'u'l-'ll"l"llll,'

Attachment C
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Daily Typing Log

Instructions

This data collection instrument is used to reccrd the typing
workload in each major typing categorye Dlata collection is usu-
1lly conducted over a two week veriod supplemented by estimates
of those tasks not performed during the collection pericd. The
overall +typing workload for the office is computed using the
ra2corded data and posted on the typing task workload data collec-
tion instrument as described in Attachment B.

e XNapee. Enter your name, office, e&xtension, and date for
contact purposes.

2. 13ask_los HKecord an antry for each typing taske

3. GHeport Category. Enter the category of the typing task
as instructed by your office representative.

4, Typed Lines. Enter the total number of lines for each
taske '

Se BHepetitlive/Reyiged with Mipop/Major Chapges. Enter the
total number of lines (changed and unchanged) for each task which
is being typed for other than the first time.

snt2r the type of revisions:

minor - if changes are made to words, punctuation, and/or sen-
tences and are limited tc one or two lines:; '

major = if changes are made to paragraphs, sections, and/or

blocks of text and affect more than two lines or span to the
next page.

6+ Timze Record th=2 total typing and play=out time (in
minutes) for each task.

7« £guipment Useds. Specify the typve of equipment; selec-
t ic typewriter, self- correctlnq typew*iter, Mag Card, Vydec,
“Ce and its location.

-Attachment C : Cc-2 , . Attachnment c
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tst. «atad Annual Farsonnel ¥acuine/Cost

DEf/Div

I ' I
| |
[ !

I

1, Annual Typing Hours Reguired:
2e Orig/kev Lines:

be Repetitive Lines: _______ _—
Total Annual Typing Hours

(lines / rate = hours)

2 Personnel Required

(hours. / 1,540 = persons.)

2. Personnel Cost

((salary + 10%) x persons = cost)

44 Machine Cost (purchase price amort-
ized over 5 years..)

Specify type, # units, and cost:

Se Personnel and Machine Costs

|

!

!

|

]

:

(line 4 + line 5) oo 1
. . , |
|

]

|

|

5+ Estimeted Cosi.Savinqs

(currént = proposed)

Attachment D : D~1 ' : ‘ " Attachment D
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Istimated Anaual Personhel Kachine/f&%t

Instructions

The Zstimated Annuyal Personnel and MYachine Cost Form should
be completed for each component being investigated. DNata derived
from the Estimated Annual Typing Workload Fcrm (Attzchment B) is
used to determine the cost effectiveness of word processing
2quipnent for each component. An analysis of the current system
and each viable solution (Section 3,0) should be prepared for
=a3st comparison purposes. '

Lipe_1 - Arnual typing hours reguired. The annual typing.
hours is computed by: (1) dividing the number of origi-
nal/revised lines by the hourly productivity rate, (2)
dividing the number of repetitive lines by the hourly pro-
ductivity rate, and (3) adding the total original/revised
and repetitive hours. The following hourly productivity
rates represent an average workload with light to medium
revisions. These rates may vary depending of the type of
#Gulpment used and the nature of the typing workload.

ETW  Mag Card Yideo Display

Ociginal/Revised 188 153 166,
Repetitive- 236 327 , 621

Line 2 - Personnel required. The annual typing hours
required (line 1) is divided by 1,540 to determine the num=
ber of full~time positions. Approximately 1,542 hcurs are
available for productive work per full-time positicn.

Lipnpe 3 - Personnel cost, The average typist salary (glus 1¢
for ocverhead) is multiplied by the number of personnel
. required (line 2).

L$gg_3;- Machine coste. The machine cost represents the
average purchase price per unit amortized over a five (5)
year period. The following prices may be used for costing
purposes: .

Purchase  Amorgtizad

CPT 81YCOT : $ 22,0C0 $ 4,40C
Electric T';(pew:lters oo 3 16C
IBM Mag Cards ) 8,700 1,608
lanier LTE-3: ' 12,400 2,400
Lexitron VT13C3 ' 24 ,0¢C9 - 4,800
N3I 3720 dual station 19,400 3,88¢.
NBI 370C singla s*ation - 13,3C¢C 2,78¢C
Vydec 1430-15 18 ,{ G0 3,600
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'The piece of equi -
= pment, amortized cost, and n '
required should be included on the for;.- umber of units

Line S - Total pers S

aale 2 p onnel and machine cost, Sum of lines 3
Line_6 - Zstimated cos '

Line_6 _ t savings. Cost of curre

minus the cost of the Froposed solution. ne systea
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